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1.

11

Introduction

M-Files® on-premise edition is intended for businesses to help them efficiently organize and

manage their important business documents without requiring them to purchase and administer

their own server.

The key benefits of using M-Files:
e supports all document types
e automatic version control off all documents
e easy to find documents
e easy to collaborate with documents

e M-Files is seamlessly integrated with Windows Explorer, so if you know Windows, you

know M-Files.

M-Files also may be deployed in the cloud using our M-Files Cloud Vault product, as well as
vertical implementations. Visit our website for more information on these products.

Product support

For assistance with M-Files, you reach us at:

USA & Canada

M-Files Inc.

5050 Quorum Drive, Suite 600
Dallas, TX 75254

USA

Phone: (972) 516-4210

Fax: (972) 516-4211

support@m-files.com

Other countries

M-Files Oy

Hatanpaan valtatie 26
33100 TAMPERE
FINLAND

Phone: +358 3 3138 7500
Fax: +358 3 3138 7550

support@m-files.com

M-Files Community

www.m-filescommunity.com
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2.

2.1

Getting started

After successful installation of M-Files, a new virtual disk drive is added onto user's Windows
system. You can access M-Files through this virtual drive or by double-clicking the desktop
shortcut or notification area button.

Desktop —~— > C —
shortcut Notification area [ariSeRs = > - ompuc

Organize = System properties Uninstall or change a program Map network drive

4 Hard Disk Drives (2)

i sl Local Disk (C:) === |I-Files (M:)
| das . S— Ml=

 (phER) | Q/ 87,6 GB free of 148 GB 87,6 GB free of 100 GB

Figure 1- M-Files can be opened from desktop shortcut, Notification Area or Windows Explorer

To log in, enter the username and password. The credentials are sent to you by e-mail.

i )

[M] Log In to M-Files ==

Document vault: M:\CloudVault ok
Authentication type: [M—Files user V]

sername: andyn

Password: |

Dormair:

Figure 2 - Log In to M-Files with the username and password

M-Files terminology

Get acquainted with the following terms to easier follow this getting started guide.

91, Docs By Class Views are locations in which
2. Docs by Company the documents and other
93, Docs by Tag objects are listed based on the

8 Manage Company Details metadata they contain.

5 Hourly rates.xlsx File(s) Fi.Ie and document (and their
+ differences): an example of a
Hourly rates Metadata file is a memo created using

Microsoft Word and saved on

the C:\ drive. The file becomes

Date: 7.5.2010 a document only after you

Tag: Sales have associated metadata with
it. When you have
implemented M-Files and start
transferring existing files to M-
Files, you add metadata to the
files to make them documents.

Other ID17, version 1
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4,7 NDA - Motive Systerns Inc,
#NDA.docx
T MDA pdf

Multi-file document:
documents can consist of
multiple files. In Multi-file
documents, all document files
have common metadata.

| &8 Motive Systems Inc.

Motive Systems Inc.
Company ID 2, version 3

Address: 8111 LBJ Freeway, Suite 555

Dallas, TX 75251
Usa

Phone: (972) 516-4210
Contact: Greg Milliken

E-mail: pr@motivesys.com
Additional inform... Faw (972) 516-4211

The term object refers to
instances of various object
types — that is, individual
objects created using object
types. In M-Files there are two
object types: document and
company. Document object
type is used for saving
documents (files) into the
system. Company objects are
used to store customer details,
such as contact information to
the system.

Choose dass

E 1, 5ALES
Invoice or receipt
Message or Memo
Proposal or Quote
Purchase Order

B 2. MANAGEMENT
Contract or Agreement
HR. Document
Plan or schedule

Class is defined for all
documents. With the class
selection the user roughly
describes the document type.
In M-Files, there are nine
classes to choose from.

Picture
Other
Mame ar tile: = Documents are described in
. more detail with Properties.
Date: O 2 6.2010 B~ The properties are class-
Company: v, specific: agreements, for
~ instance, can have expiry date
Tag: T @+ whereas HR documents are
Description: I often tagged to an employee.

Required properties are
marked with an asterisk (*).

2.2 M-Files User Interface

M-Files User Interface is similar to Windows Explorer. The layout may vary a bit depending on the

Windows version.
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Navigation pane can be used to navigate in views. Hide or show navigation pane with Organize >
Layout > Navigation pane feature (Folders feature in Windows XP).

Task area shows the shortcut buttons to the frequently needed features.
Properties pane shows the metadata of the selected document or other object.

Preview can be used to view and copy the file contents without opening the file. Hide or show
preview with View - Show viewer feature.

Search bar has the features to quickly search for the documents and other objects in M-Files.
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Figure 3 - Elements in M-Files User Interface
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3.

3.1

Saving documents

M-Files supports all file types and you can save documents from any application to M-Files.
Unlike, in Windows Explorer, documents do not have fixed location within the system. All the
documents are saved into the document vault and described with metadata. Users do not save
documents in M-Files to any folder. The documents are found with the search features or views.

Saving documents from applications

Some applications, such as MS Word, Excel and PowerPoint have Save to M-Files feature in the
file menu.

Save document by choosing Save to M-Files feature. The document is stored into M-Files and the
metadata card is shown to the user. See chapter 3.2 for metadata tagging.

H9-8 = Documentl - Microsoft Word
{u&
N Deweloper i-Files

Recisnl Dodumments

1 Hew ¥ l | _ﬁ'_ﬂk Comment Py ;;_| "_‘ Final Shiowing Markup
4 i
T = =t 2] Show Markup
. ' Track  Balloons .
Dpen hanger= 5 F] Reviewing Pane =

Kot Tratkang
i

e Dipen from B-Files
1

Oipar Irom Ofioe Live ®

H Sawe o Office Live

L

H Sawe to M-Files
i,

allis eget, elementum et. consectetuer

‘_L Prinl Z : .
i' Fusce purus. Nulla sapien augue. lact
2 Prapane "
ﬁ Seng
' pusiioh : libero sapien. pulvinar a, varius comn
e am. libero velit laoreet nibh. sit amet |

e 1. Curabitur suscipit varis odio. Mort
2] Weed Optjons | | 2 Egnt Word
consectetuer porttitor. nisl. Aliquam vel dui. Aenean nec est 1
mauris. Ut sed urna. Sed dapibus lectus eget risus.

Suspendisse potenti. Vivamus pretium. lectus in ultricies con

Figure 4 - Save to M-Files feature

Any application capable to save files in C drive works with M-Files too. If the application does not
have Save to M-Files feature, choose Save As... feature from the File menu and save the file as a
new document to the document vault (E.g. M:\Company X\). Users do not need to save the file
into any view in M-Files; just press the Save button and M-Files will pop up the document card for
fill in. See chapter 3.2 for metadata tagging.
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3.2

3.3
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Figure 5- Documents can be saved also into the document vault (e.g. M:\Company X\)

Saving existing files as new documents

As the applications see M-Files as hard disk in Windows, you can also use the common file
operations in Windows, such as copy & paste, drag & drop etc. This makes it easy to save
documents to M-Files from the network drive or memory sticks.

Copy the existing file to M-Files as a new document by right-clicking the file and choosing Add to
M-Files. M-Files copies the file and pops up the metadata card. See chapter 3.2 for metadata

tagging.

Using M-Files Templates

M-Files comes with four template documents. You can add new templates to the system and edit

the existing ones.

To create a new document using a template, choose New document from task area (Shortcut Crtl
+ N). Then, fill in the metadata card and press OK. M-Files creates a new document from the
selected template and pre-fills parts of the document with metadata.

01/10/2012
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General

Class: Message or Memao -
~
@ Use template: L Memo Template.doc v]
(") Create an empty multi-file document
(") Create an empty single-file document File extension: | _,|
Properties:
. - . * terd
«+* Company Name or title: Meeting Memo - A&A Consulting Fan
<« Document Date: 2. 6.2010 E~
* iy
i Company: A& Consulting @5
Tag: ales| ™ @ 1
W Root ’
~ Keywords:
wi Cheded Out to Me b
| Favorites Description: a L
wi Recently Accessed by Me

Tr—

Permissions: [Ftﬂ control for all users i ] E
Workflow: -
Open for editing Check in immediately

[ o J[ coed [[ aooy |

Figure 6 - Create document using a template
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(D: 5 Version: 1)
Last modified: 2.6.2010 Bill Richards)

MEMO

TG:E&&A Consulting]
From:
CC:

pate: £:6:2010)
Subject:

Heading

Figure 7 - Metadata can be auto-filled to documents

3.3.1 Creating a new template
You can convert any existing file in M-Files to a template:
1. Select the document properties
2. Press More properties button
3. Add Is template property
4. Set Is template property value to Yes.

Modify M-Files template by right-clicking the document and choosing Open. You can add auto-
filled fields to the templates with Insert Property feature found in M-Files ribbon. This feature is
supported in MS Word, Excel and PowerPoint XP and later.

3.4 Saving E-mails from Outlook to M-Files

M-Files creates a folder in Outlook for every document vault. You can save emails with or without
attachment files simply by dragging mails into the vault folder. The message is automatically
tagged to a correct company in M-Files based on the domain of the sender's email address. If, for
example, there is a company Motive Systems Inc. saved into M-Files and the e-mail address of the
company is set to pr@motivesys.com, all emails from motivesys.com domain are tagged to this
company automatically.
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OE 9 |-
Home Send [/ Receive Folder View Developer Add-Ins M-Files

SIS

I.ﬁ_j Team E-mail vy

Mew  Mew Delete Reply Reply Forward B -
E-mail Items~ | & Junk - All = More 4 Reply & Delete

Mew Delete Respond Quick Step
4 Favorites <

Search Inbox [Ctrl=E)
[ nbox
O Unread Mail Arrange By: Date (Conversations)

[ Sent ltems

4 Last Week
a sample Vault {M
= e ] [N [ Q Request for Proposal for Document Management software

Expand to see all items.
4 test@motivesys.com - os=a
.~ Kick-off meeting 6.8.2010
[} Inbox ) N
Consulting User
(7| Drafts

[ sent Items

4 Two Weeks Ago
i {g) Deleted tems

[ @ RFQ - Additional licenses for M-Files

Ea Junk E-mail Test User; Consulting
> £ M-Files b @ RFQ

(3 Outbox Test User

[F5) RSS Feeds

'3 Eﬁ Search Folders
4 M-Files
I 5] Deleted fems

a Sample Vault
Ed search Folders

Drag E-mails into M-Files Vault folders

3.5 Metadata tagging

All documents in M-Files are tagged with metadata. The metadata tagging makes it easier to find
the documents from the system. Regardless of the way to save documents to M-Files, the
metadata card always pops up.

The first metadata to define is the document class, which roughly defines the type of the
document.

Choose dass
B 1, SALES
Invoice or receipt

Message or Memo
Proposal or Quote
Purchase Order

E 2, MANAGEMENT
Contract or Agreement
HR. Document
Plan or schedule
Picture

COther

Figure 8 - Class selection

The properties to be filled depend on the selected class. Fill in the details carefully in order to find
the document from the system easily.

Property Data type Example
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Name or title Text File name

Company Multi-select list Associated company of the
document.

Description Multi-line text

Employee Text Employee the document
relates to.

Date Date Document date. The value is

set automatically to file
creation date if the value is

left empty.

Effective through Date The expiry date of the
document

Tag Multi-select list See chapter 3.5.1

3.5.1 Usingthe Tag property
Using the Tag property helps to classify documents in more detail. Typical tag names could be:
e Departments or units of the company, such as: Administration, HR or Sales
e Event names
e Project names
e System names

You can add new tags on fly when saving a new document to M-Files: start typing the tag name
and the option Add Value '<tag name>"appears on the drop-down menu.

ENew Document EI (=] @
General

Class: Plan or schedule -

-

(7 Use template:

(7} Create an empty multi-file document

(@) Create an empty single-file docurnent File extension: ]
Properties:
Mame or title: Agenda - CRM implementation i
Date: 2, 62010 E~
Company: . Motive Systems Inc, - . ¥
Tag: CRM implementation v @ 3

Figure 9 - Adding new tags on metadata card

Documents can have multiple tags. Add a new tag to the list with = button:

01/10/2012 12/20



Tag: CRM implementation

Figure 10 - Documents can have multiple tags

1

4
HOm

Tags can be used as a filter in views. You can, for example, filter to view only those Plans or
schedules that have been tagged to Sales.

vl L.+ Computer » @I.-FEEE (M:) » CloudVault » 1, DocsBy Class » Plan or schedule » Filter by Tag » Sa[e_s)

Organize » View - New = Operations = Settings v

Search entire vault

ET‘J’DE search words
s Mame & Size Date Modified
[%* Assignment » 1] Agenda - CRM implementation.docx 0KB 2620101417
==* Company @ Project Plan - M-Files for Salesforce CRM.... 0KBE 304.201014:23
< Document
- View Agenda - CRM implementation Created: 2,6.2010 14:17, Andy Mash
Plan or schedule 1013, version1 Last modified: 2.6.2010 14:17, Andy Mash
Date: 2.6.2010

| Check Out
n = Company: Motive Systems Inc.

Tag: CRM implementation

Keywords:

Figure 11 - Tags can be used as a filter in views

Tags are also good keywords in search:

Search entire vault

Mame

Documents (1)
p@ﬁkgenda - CRM implementation.d oo

Agenda - CRM implementation
or schedule 1019, versionl

Date: 26,2010
Company: Motive Systemns Inc.
Tag: CRM implementation
Sales

Keywords:

Figure 12 - Use tag name in search phrase
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4. Search features

Documents in M-Files are found using the search features or views.

4.1 Views

View is a folder-like way to group documents in M-Files. The view contents are always based on
the document metadata. The view consists of two components:

o Filter defines the criteria documents must fulfill in order to be shown in the view
e Grouping levels define the basis to group the filtered documents within the view

In Docs By Class view, the filter is Object type = Document. Hence, all the documents will be listed
in this view regardless of the document class or any other property value. The filtered results (i.e.
documents) are grouped by the document class. Hence, M-Files automatically creates a new
virtual folder for each document class and groups the documents into correct folders.

o

{:o .. v Computer » M-Files (M:} » CloudVaultl.0 >(1. DocsE].rCIass)b

File Edit WView Tools MNew Operations Settings Help

Organize - View = Mew - Operations = Settings -

Search entire vault

‘EType search words

- Class = Type

#z" Company 9 Contract or Agreement View
e Document ‘ﬂ HR Document View
ﬂlnvoice or receipt View
"ﬂMessage or Memo View
"5 Other View
i "ﬂ Picture View
By Class ®9Plan or schedule View
Checked Out to Me "5 Proposal or Quote View
Favorites ‘5 Purchase Order View
Recently Accessed by Me

Figure 13 - Docs By Class view

4.2 Search features

M-Files Search is a quick and easy way to find documents from M-Files. HINT: use multiple
keywords in your search in order to limit the search results: instead of searching with a word
Invoice, try Invoice Company X instead.

Search entire vault

Search Advanced Search

Name = Size Date Modified
Documents (1) | Class ~ - Accessed ~
| ¥ Agenda - CRM implementation.docx QKB 262010 14:17

Figure 14 - Use multiple search words in order to limit the results

You can refine the search if too many results are found:
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‘-IE document

Mame &

Size Date Modified

EMBOELY, Documents (3] -~ Class ~ - Accessed - -
sw Document Emp[o}rment Agreement - Mika.docx OKB[E 1 SALES
@ Employment Agreement.docx OKB Invoice orieceint
- . Message ar Memo
SHISO A T ppte 29 KB
% Root % wareness Training.pp i e
wm Checked Out to Me Purchase Order
wm Favorites B 2. MANAGEMENT
Contract or Agreement
wn Recently Accessed by Me TrE——
% LI L=
Plan or schedule
: Picture
B Other

Figure 15 - Refine the search if too many results are found
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5. Modifying documents

Modifying documents and other objects is controlled with Check Out/Check In feature: the
document must be checked out to the user before it can be modified.

The check out is prompted when double-clicking the file in M-Files:

M-Files (25w

The object 'Meeting Memo - A&A Consulting.doc' is currently in read-only mode.

Do you want to check it out so that you can edit it?

Check Out ] I Read-Only I I Cancel

Figure 16 - Check Out reminder

& B Meeting Meme - ABA Consulting.doc

Figure 17 - Documents checked out to the current user are highlighted with a green overlay icon

¢ B Meme - ABA Consulting.doc ABA Consulting Sales 2.6.2010 15:43
Memo - A&:A Consulting Created: 2.6.2010 15:43, Bill Richards
Message or Memo 1D 6, version 1 Last modified: 2.6.2010 15:43 Bill Richards

(Statu:: Checked Qut, Bill Richards [LAPTOP], 2.6.2010 15:44)

Date: 2.6.2010
Company: A8A Consulting
Tag: Sales

Figure 18 - Documents checked out to other user are highlighted with a red overlay icon

When closing the application, check-in reminder pops up. The modifications are saved to M-Files
Server only after check-in.

[M] M-Files ==

I I Do you want to chedk in the document ‘Memo - A&A Consulting.doc'?

-

| Yes |I Mo (6 sec.) I I Properties

Figure 19 - Check-in reminder

The modifications made between the check out and checks in operations are saved as a new
version to M-Files. M-Files shows by default only the latest version of the document and users can
access the previous versions with History feature.

Memo - A8:A Consulting

Message or Meme 1D 5,

Date: 26,2010
Company: A8A Consulting

Tag: Sales
Keywords:
Description:

Figure 20 - Modifications are saved as new version
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6. Company registry

M-Files comes with a built-in company registry allowing users to store details of their business
associates. These details can be pre-filled in document templates.

Create new company from the new menu in the task area:

-
=" Company

wg Document

= View

Figure 21 - Create new company

You can modify the details of the existing companies in Manage Company Details view.
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7.

7.1

7.2

7.3

Offline features

You can access and modify M-Files documents offline too. For efficient synchronization, users can
select the documents they wish to be available in offline mode.

Explicitly setting document available in Offline mode

To mark one document explicitly available in offline mode, select the document and choose
feature Mark for Offline Availability in Operations = Offline Availability menu

Offline filters

With offline filters, you can mark documents available in offline mode with criteria. You can, for
example, choose to have all those documents you have read or modified within the last 30 days
available in offline mode or all documents related to Customer X. This is a dynamic way to define
the offline rules: M-Files checks periodically, whether there are new documents fulfilling the
criteria and synchronizes those to offline mode too !

Offline filters are easy to create by right-clicking any view in M-Files and choosing the feature
Mark for Offline availability.

™3 Checked Out to Me View

7 Favorites View

"3 Recently Accessed by M Open

'jTempIates i

5 Offline Windows Commands »
Mew »
Make Copy...
Export...

Mark for Offline Availability

Figure 22 - Creating a new offline filter from a view

Working in Offline mode

Creating new documents and modifying the documents that are available offline is possible.
When the user returns to network, files are synchronized automatically.

You can view the documents to be synchronized in offline mode in Offline view.
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| Search entire vault
'5_:] Type search words

Mame & Type

»+* Company Common Views
e Document 1. Docs By Class View
= View 12, Docs by Company View
3. Docs by Tag View

* noot & Manage Company Details View
E (#]

w Checked Dut to Me Other Views
wm Favorites ™ Checked Out to Me View

E! Favorites View
| Recently Accessed by Me Wiew
A Templates View

2% S Gorine) e

Figure 23 - Offline view

wi Recently Accessed by Me

Switch to offline mode to synchronize the documents. Do not unplug the network cable.

_ Search entire vault o4 W Reset Al

'E]Type search words - @ Advanced Search

MName & Type
=+* Company My Views T =
' Document T Deleted objects View
-’ View Commeon Views it -
. 91 Docs By Class View
% Root 2. Docs by Company View
-- By Class #93. Docs by Tag View
Checked Out to Me | Manage Company Details View
Favorites Other Views - A
Recently Accessed by Me ™ Checked Outto Me View
@! Favorites View
A Recently Accessed by Me View
A Templates View
M 0ffline View

Figure 24 - Go Offline button on task area

Checking and downloading object 2/6...
Memo - A&A Consulting.doc

This step:
I i

Figure 25 - Documents are synchronized to Offline mode
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In Offline mode, only Offline view is shown in document vault root. User can access documents
through this view.
Mame &
Other Views -
M Offline

=" Company

e DOCUMENt

Figure 26 - Only Offline view is visible in Offline mode

Return online with Go Online feature found on task area. Documents that have been created or
edited remain checked out to the user. Checked out documents can be easily checked in through
Checked Out to Me view.
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